Sponsored Programs Administrators’ Network (SPAN) – Quick Start Guide
Welcome to the Sponsored Programs Administrators’ Network!  This guide was written to be a quick-hit resource as you begin your career in research administration (RA).
IMPORTANT NOTE:  This guide is a high-level general reference and not meant to be a substitute for University policies, procedures and regulations.  For further topical clarification, consult the University’s official Policy library, read the cited webpages and consult with the applicable subject matter experts.
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Getting Started:  What do you need to know now?

· What are my responsibilities as a sponsored programs administrator?  

· See “Roles and Responsibilities for Sponsored Programs Administration” policy here to understand how you can support the process and PI in your role as a department administrator.  The file path to this document is vcaf.uccs.edu > policies > Office of Research 900.  Then it’s 900-001.
· Consult with your immediate supervisor and/or college administration for your individual role in your unit’s sponsored program activity. 

Pre-Award (proposal development and Cayuse routing):

· Your role in proposal development

· Depending on your role at the university, and the policies of your college or department, your level of direct involvement in proposal development may vary from minimal involvement to active involvement. Even if you are not actively involved in proposal development, all of us in the research community have important roles in supporting all phases of research development and administration. It is important to understand the process regardless of your role.  See the proposal submission flowchart here.
· What is the proposal submission process?
· Read the OSP pre-award website and use it as a guidance resource for all things pre-award.  
· Encourage prospective PIs to check out the Finding Funding page and to develop a working relationship with the pre-award team.
· When do all the documents need to be submitted to OSPRI?
· Per the OSP website > Resources > Proposal Submission Timeline, a minimum of five working days is necessary to allow for a full administrative review prior to submission.  However, it is strongly recommended to notify OSP 4-6 week in advance of the sponsor deadline date.
Post Award:
· A proposal has been funded – now what?  See the funded proposal flowchart here.
· Read the Notice of Award document.
· The departmental research administrator should setup a departmental planning meeting to see how you can assist right now (equipment quotes, formatting JDs/PDs, SEAN posting, etc.)
· If needed, assist the PI on completing the Contract Approval Form.
· Review the Cayuse award record and download the pertinent documents.
· What is my departmental administrative role on a sponsored project?

· Refer back to “Roles and Responsibilities for Sponsored Programs Administration” policy here.
· Consult with your immediate supervisor/college administration for your individual role in your unit’s funded projects.  Depending on your departmental processes, your specific duties could include hiring, purchasing, processing subcontracts, and financial monitoring.
· How do I know if a purchase is allowed on a sponsored project?

· Review the awarded budget and justification.
· Read the award/contract.
· Apply the 5 tests of allowability – all purchases/expenditures must be:  allocable to an objective of the project, reasonable in price, necessary to the project, consistently treated across the campus in similar situations, and timely charged.
· Consult the OMB Uniform Guidance (UG), 2CFR 200 if necessary 
· Know and understand CU system and campus procurement policies and procedures.

· How do I hire a student on a sponsored project?

· Determine if the student will be hired hourly or monthly. 

· Consult the student employment website for hiring guidance.
· All students paid on a monthly basis from a sponsored project must certify effort every semester via the University ePER system, accessed through the UCCS portal, to ensure accurate funding distribution.  The effort reported for a certain period may not exceed 100% from all sources.  See here for ePER step-by-step guide.
· How do I pay tuition for a student working on a sponsored project?

· Contact the UCCS Financial Aid Office, finaid@uccs.edu for instructions on how to submit a tuition support request.  NOTE:  Tuition can only be paid for graduate students hired on monthly appointments and must be proportional to the percent of appointment.  (EX:  A master’s student is hired as a Research Assistant at 50% time, therefore, full tuition may be paid for this student if allowed by the sponsor and included in the approved budget)  Undergraduate tuition support is not allowed.
· What is the difference between an employee and a participant on a sponsored project?

· An employee is hired to perform tasks associated with a sponsored project.  There is an expected work product/time commitment.  Employees are paid through payroll as defined in “How do I hire a student on a sponsored project?” or “How do I hire a post doc/other professionals on a sponsored project?”
· A participant is someone who is paid a stipend, and perhaps reimbursed for their travel expenses, to attend a conference or take part in a training experience (such as a REU).  Uniform guidance defines participant support costs as direct costs for items such as stipends or subsistence allowances, travel allowances, and registration fees paid to or on behalf of participants or trainees (but not employees) in connection with conferences, or training projects.   Participants are typically paid through accounts payable at the PSC.
· How do I hire a postdoc, staff professionals or temporary staff on a sponsored project?

· Review the awarded budget and justification to understand the approved position budgets/FTEs.
· Work with the PI to develop a job description / position description then follow HR’s hiring processes located here.
· All personnel (except hourly student employees) paid from a sponsored project must certify effort every semester via the University ePER system, accessed through the UCCS portal, to ensure accurate funding distribution.  The effort reported for a certain period may not exceed 100% from all sources.  See here for ePER step-by-step guide.

· What are human subjects and how do I pay them?

· A human subject is defined by the Department of Health and Human Services (DHHS) as a living individual about whom a research investigator (whether a professional or a student) obtains data through intervention or interaction with the individual or from individually identifiable information.  All projects proposing human subject research must apply for Institutional Review Board (IRB) approval.  "IRB" means any board, committee, or other group formally designated by an institution to review, to approve the initiation of, and to conduct periodic review of, research involving human subjects.  The primary purpose of such review is to ensure the protection of the rights and welfare of the human subjects.  See here for more information on IRB and human subjects.
· If human subject payments are included as part of the approved budget, see the PSC procedural statement on study subject payments here, and the study subject payment form here.  In some cases, gift cards (physical cards) or e-gift cards (Tango cards) may be appropriate to pay individuals for their time.
· How do I set up a sub-award on a funded project?

· Review the approved sub-award contract for specific information about this sub-award.  Make note of any special requirements for receiving and approving invoices.  Subrecipient invoice review guidelines are available here.
· Create a Sponsored Project Subcontract SPO in the CU Marketplace – see here for a PSC knowledgebase article on the topic.
· Guidelines for Subrecipient/Subcontractor Agreements are available here.

· How do I pay salary for a PI on a funded project?

· Review the approved budget to determine whether the PI or Co-PIs will receive summer salary (most common), a course buyout during the AY or research time buyout (less common) and how much.

· First, review the SPA Summer Salary Procedures document.  Then determine if the PI will be receiving salary from any other sources over the summer.  PIs cannot receive more than 3 full months of summer salary from all sources (sponsored and non-sponsored). Hold a meeting to outline all their sources of funding during those 3 months and complete the SPA Summer Salary Tool located on the SPA webpage. 
· Any faculty paid from a sponsored project must certify effort every semester via the University ePER system, accessed through the UCCS portal, to ensure accurate funding distribution.  The effort reported during a certain period may not exceed 100% from all sources.  See here for ePER step-by-step guide.
· Review your college/unit policy regarding course and research time buyouts.  NOTE:  If a PI is getting an AY course buyout on a sponsored project, they cannot receive an overload for teaching that course – that is unallowable under UG 2CFR 200.
· What are my responsibilities in monitoring the financials on a sponsored project?

· Consult with your immediate supervisor/college administration for your individual role in your unit’s funded projects.  Even if your unit has a financial administrator and you are not solely responsible for financial monitoring, you should still review expenditures and remaining balances periodically.  NOTE:  The PI is ultimately responsible for all aspects of the project, including financials, but they may need assistance understanding financial reports and verifying expenditure activity on their projects. 
· Who is responsible for drawing down funds or ensuring payment from the sponsor?
· Sponsored Projects Accounting is responsible for ensuring that all money due is received from the sponsor.
· What type of documentation should I keep in the departmental shared files?
· Cayuse houses all the proposal and award documentation.

· In your departmental shared files, save copies of these and highlight important sections from the proposal, notice of award, awarded budget, awarded budget justification and other sponsor correspondence.
· Anything that is relevant to help explain unusual occurrences on the project.  Official University software programs like Peoplesoft, Concur, HCM and Cayuse are considered the official repository of documents.  
Project Closeout:

· What happens when a project ends?

· Peoplesoft Financials will send automated emails to the PI and department administrator 90-60-30 days prior to the project end date with any closeout requirements.  The PI will advise whether the project will be completed by the end date or if they would like to request an extension (if allowable by the sponsor).
· Make sure all expenses are incurred prior to the project end date.  Any purchases must be requested and received prior to the end date.  Keep in mind, supplies purchased within the last 90 days of the project end date are known to be at a higher risk for auditor sampling.

· Occasionally student employment salary will post to the project after the end date – as long as the time period worked was prior to the end date, this is allowable.

· Sponsored Projects Accounting is responsible for the financial project closeout.
· Who submits final reports and other closeout documents?

· Review the award document or the Cayuse record for reporting requirements.  Typically, the PI is responsible for any final technical reports.  Sponsored Projects Accounting will submit any required final financial reports.  If needed, OSP will complete and submit an invention disclosure report.
· How long do I have to keep a closed file?

· Once the project is officially closed in Peoplesoft, SPA will notify the PI and department administrator of the final destroy date (typically six years from the end date of the project unless specified otherwise by the sponsor).
Who Can I Call For Help?:

· SPAN mentors:
· Andrea Williams x4158
· Elyse Dunckley x3315
· Kristen Petersen x3964
· Marshall Ferguson x4189
· OSPRI
· Jackie Rearick, Executive Director x3619
· Mike Sanderson, Director Research Integrity (Export Controls and Compliance) x3044
· Kama King, Research Compliance Program Director (Human Subjects and IRB) x3903
· Jill Forney, Pre-award x3321
· Sponsored Projects Accounting
· Melinda Hamilton, Director of Sponsored Projects Accounting x3481
· Jessi Komrofski, Senior Sponsored Projects Accountant x4230
· Kailee Hoover, Sponsored Projects Accountant x4232
· Alan Reeves, Sponsored Projects Accountant x4236
Other Information, Resources, and Important Things to Note:

· Research Integrity/Compliance issues including Export Controls, Conflict of Interest (COI), Biosafety (IBC), Human Subjects (IRB), Animal Research (IACUC), Responsible Conduct of Research (RCR), Research Misconduct, Restricted, Proprietary and Classified Research.
· CITI Training courses – Required courses for PIs, senior personnel, postdocs, GRAs and others working on sponsored projects.
· Percipio – accessed through your my.cu.edu portal for other required trainings
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